
TOWN OF DAVIE 
OFFICE OF THE TOWN ADMINISTRATOR 

 
MEMORANDUM 

 
 
TO:  Mayor and Town Council 
 
FROM: Thomas J. Willi, Town Administrator 
 
DATE: January 29, 2003 
 
RE:  Evaluation of Town Administrator 
 
 
The evaluation of the Town Administrator is scheduled for the February 5th 
Council meeting.  The last evaluation was completed on June 19, 2002.  At that 
time Council asked staff to research various evaluation formats. 
 
Staff contacted 19 organizations from Dade, Broward and Palm Beach County to 
compile information on their respective evaluation formats.  The research (copy 
provided) shows only 2 municipalities use a formal evaluation form, Hollywood 
and Lauderdale Lakes.  Hollywood uses a software product and Lauderdale 
Lakes uses an evaluation form.  In most instances the evaluation is initiated by 
the manager via memo to the elected body. 
 
Research has also revealed additional reasons why an evaluation should be 
completed as well as guidelines that can help put the evaluation in proper 
perspective.  They include: 
 
The evaluation process should be agreed to by both the Council and 
Administrator. 
 
The evaluation process should be positive.  It should be looked upon as an 
opportunity for both the elected officials and the administrator to assess how the 
administrator is performing his job and to what extent he is meeting the 
expectations of the elected body. 
 
It should be used as an opportunity to tell the administrator what he is doing 
right and what he may be doing wrong.  The evaluation should be viewed as a 
method for identifying problems early enough so that steps can be taken to 
correct the problem. 
 



Evaluations should improve the communication process between the council and 
the administrator and improve the working relationship.  Not only should it 
concentrate on past performance; it should also help define goals and objectives 
for future performance. 
 
Evaluation should be based as far as possible on objective criteria which identify 
skills, achievements and results.  It can be difficult to come up with objective 
criteria when one considers the many hats that an administrator must wear.  That 
is one of the reasons why there is no standard set of criteria that I can provide to 
you. 
 
Evaluations should reflect the opinion of the elected body as a whole.  I am not 
so interested in what any one of you thinks of my performance as I am in what 
you as a group feel. 
 
At the last evaluation held on June 19th, council agreed to continue to use goals 
that were adopted on February 6th of 2002.  The following is a recap of those 
goals. 
 
Strategic Planning 
 
Strategic plan initiatives have been implemented in a majority of the Town’s 
departments.  They range in scope from the addition of department directional 
signage and information to the formation of process review teams whose duties 
are to proactively look for potential problems and recommend solutions. 
 
The strategic planning process is budget oriented, assisting each department in 
formulating operating and capital budgets for the upcoming budget cycle.  This 
will be the first year that departments will be able to take advantage of the 
planning process to set program goals and direct their budget resources 
accordingly. 
 
Strategic plan revisions will be an annual event as part of each department’s 
budget since implemented for the first time in 2002, and therefore should be 
considered an ongoing project. 
 
Project/Complaint Automated Tracking 
 
The citizen response system has become a very popular way for residents to 
communicate with the Town.  To date, the Town has received over 930 requests 
for information through the automated system.  
 



The project tracking system is in operation and is efficiently documenting a 
number of Town projects.  The system is used to set timetables for project 
completion and as a means to track progress towards Town goals.  Issues being 
tracked within the system range from annexation issues to park development 
projects.  Please take the time to sit down with staff and view the system at your 
convenience. 
 
The Town held a technology seminar with staff members from neighboring 
municipalities in August of 2002.  The event focused on some of the new 
technologies that the Town had recently implemented.  Many members in 
attendance were very impressed with the strides taken by the Town in this area.  
Recently the Town was notified that South West Ranches and Pembroke Pines 
have purchased the exact citizen response system utilized by the Town as a 
result of attending our seminar. 
 
I have formed a technology advisory committee with key players from various 
departments to bring consensus to the Town’s computerization needs.  The 
group meets regularly to discuss hardware needs, new software, recurring 
computer problems, training and new technologies.  Involving the end user in 
the decision making process has greatly improved the outcome of the 
computerization project. 
 
Another addition to Town technology has been the use of Geographic 
Information Systems.  The Town now offers GIS mapping through our website 
under the MAP US button.  A resident can view aerial photos, get property 
information such as lot, block, subdivision and flood zone information, trail 
locations, etc. all with the touch of a button.  The same technology is being used 
to meet the requirements of GASB 34 documenting the Town’s infrastructure 
including roads, light poles, bridges, culverts, water and sewer services, 
sidewalks and drainage pipes. 
 
Increase Town Employee Diversity 
 
Due to the Town’s policy of delayed hires there has not been a significant change 
in any employee demographic area.  A large amount of the budgeted new 
positions will be filled in the 2nd and 3rd quarters of fiscal year 2003.  With 
Council’s permission I will provide a report on the Town’s progress in this area 
later in the fiscal year.  
 
Customer Service 
 
Improving customer service is an ongoing goal of the Town.  Many strategic plan 
considerations center on improving stakeholder communication with the Town.  



Additionally, the Town published a customer service manual that contained 
guidelines to improve the service offered by the organization.  Staff received 
training on the contents of the manual which included the Town’s customer 
service vision, mission statement, philosophy and values.  The customer service 
guide is now part of the new employee orientation package.     
 
Satisfaction surveys are available at every public counter for stakeholder use.  
When completed these surveys are reviewed and the questions and comments 
posed by the public are responded to, usually with an entry into the Citizen 
Response System.  A few residents have called me directly to say that they never 
thought that their comments would be addressed in any manner.  They were 
happy to see that the time they took to fill out the survey was not wasted and 
that somebody cared about what they actually thought.  A complete file is 
available in administration if you are interested in viewing. 
 
Summary of Completed and/or Ongoing Projects 
 
Grants – The Town has made tremendous gains in the area of grant funding.  
Since the grant position was filled, the Town has increased grant applications by 
103% over FY 01-02.  We are currently on-track to increase grant funding in FY 03 
by 25-30%.  
 
Fire Negotiation – Working towards contract resolution. 
Fire Bond Issue 
60 acre litigation – possible park purchase through LPAB 
Purchase of Orange Dr. Covenant House property 
Purchase of Sundance parcel 
PAL Building construction 
Betty Booth Roberts Neighborhood Park improvements 
Drainage projects – 23 St, Vista Filare, etc. 
Pedestrian crossing – Griffin Road 
2003 All American City Award 
Tree City USA Designation  
Tree preservation presentation by Dev. Svcs. 
Sterling Award Process 
Computerization upgrades – town wide 
Telephone system installation 
Town wide facilities maintenance – Town facilities have never looked better 
Budget preparation – revenue review & training – strategic plan implementation 
FEMA Drainage improvements grant 
Cost Recovery program 
Young At Art facility 
Sale of original Young at Art SR 84 site 



Rural Lifestyle initiative 
Fee schedule for Development Services 
Traffic Study workshops 
Trail System – documented with GIS, Trip-Tik to be presented to Council in Feb. 
Utility Bond Refinancing 
Ferncrest Service Area Study 
Town Investment Strategy 
GIS implementation 
MAP US – Website mapping for public use 
Phase II – Potter Park improvements 
CRA/Town – strategic planning for CRA activities 
Wetland Grants 
Budget Process Improvements 
Annexations – voluntary annexation petitions 
Disaster Preparedness 
Hurricanes and Horses brochure from Agricultural Advisory Board 
Harmony Village Joint Venture – residential 
Boys and Girls Club – Harmony Village 
Town/NSU Regional Activity Center Master Plan 
Election preparedness 
Viele House relocation 
School facility improvements – fields, lighting, shelters, etc. 
Broward Days Rotunda exhibit 
Advisory Boards Policy 
ISO Rating – The town’s rating improved significantly for building permit 
services.  The Fire Department is currently undergoing the rating process at this 
time. 
 
As Town Administrator I represent the Town at three organizations, Florida 
City/County Managers Association, Davie/Cooper City Rotary Club and the 
Fraternal Order of Police.  Additionally, I recently finished a term in December as 
president of the Building Officials and Inspectors Association of Broward 
County.  This organization facilitates state required continuing education 
training for building, electrical, mechanical, plumbing, fire and engineering 
inspectors from Broward, Dade and Palm Beach County.  The education 
program is designed with keeping educational costs to a minimum.  I now serve 
as District Director, representing the organization at the state level. 
 
I was recently accepted into the Masters in Public Administration program at 
Nova Southeastern University and have completed my prerequisite 
requirements prior to starting classes again in April of this year.  I have asked the 
Chiefs of both Police and Fire along with the Assistant Town Administrator to 



join me in the MPA program.  I am happy to report that they have also been 
accepted to the program. 
 
At the last evaluation Council approved a 5% salary increase.  As of June of 2003 
I will have served as Town Administrator for 3 years.  During this time I have 
taken the opportunity to improve my job skills, increase communication levels 
with Council as well as the public, sought accountability for staff actions or lack 
thereof and have progressed the organization technologically, ethically and 
fiscally.  I am proud of the accomplishments of the Town during these years and 
look forward to continuing these efforts long into the future. 
 
For your review I have attached a copy of my present contract, a copy of the 
evaluation survey completed by staff and a copy of a recent salary survey 
completed by Rachlin, Cohen and Holtz for the Florida City/County Managers 
Association. 
 
At this juncture I am requesting a change to my contract language.  As you can 
see it takes time to change the philosophy of an organization the size of the 
Town.  In order for the organization to meet its goals and provide superior 
customer service long into the future to our stakeholders requires management 
stability.  To this end I recommend that my contract be revised to require a 
super-majority vote to release me from my duties.  This change is becoming very 
popular in many manager contracts.  This provides the manager some insulation 
from “issues of the day” and election changes.  This change would not remove 
Council’s ability to terminate the manager for wrong doing; just provide the 
stability necessary to allow the operation of the organization to succeed. 
 
I appreciate the supportive relationship and team effort now displayed by this 
Council and look forward to continuing this relationship for many years.   
 
 
 
 
 
 
 
 
 



Addendum to employment agreement between Administrator and Town of Davie 
 
 
 
Section 3 Termination and Severance Pay 
 
(3) Termination of the Administrator without cause shall require a super-majority vote of        
      the Town Council. 
 
 
 
Approved 
 
By ______________________________ 
 Harry Venis, Mayor 
 
 
     _______________________________ 
 Thomas J. Willi 
 
 
Attest ____________________________ 
 Russell Muniz 
 Town Clerk 

































































































 


